Town of Under hill
Job Description
Planning and Zoning Administrator

Job Summary

The Planning and Zoning Administrator oversee®pdéirational aspects of Town planning, zoning, and
floodplain administration, including the enforcerhesf applicable local ordinances and state laws.
Works with the Development Review Board, Planningmiission, other government agencies, and
consultants as needed in the implementation andioevof the Town Plan and Unified Land Use &

Development Regulations. Coordinates developmeniew processes involving various boards,
commissions, committees, outside agencies, depatsieonsultants, and the general public.
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All duties and responsibilities as required by 28A/84448 (as amended).

Manages and oversees the review and analysis ofTtven’s permitting for land use and
development applications. This includes assistipglicants with submission requirements, and
review and processing of applications for zoninghpts, subdivision requests, and development
plans.

Oversees the development and implementation offttven’s Unified Land Use & Development
Regulations.

Reviews site plans and consults with developers appiopriate agencies to ensure compliance
with Town plan, policies, regulations, ordinancasd] modern planning standards.

Prepares staff reports and publishes notices iordance with statutory requirements as necessary.
Provides recommendations and reports to Town baardscommissions, committees, developers,
landowners, and the general public on the Town ,Ptae Town’s Unified Land Use &
Development Regulations, planning studies and pt®jeplanning principles, and rules or
legislation related to planning and zoning.

Attends evening Planning Commission meetings anc&eDpment Review Board hearings.
Coordinates public outreach with various entities.

Conduct site inspections and zoning complaint itigasons.

Updates and maintains complete physical and digiéaining and zoning files and data.

Updates zoning maps and other maps of the town.

Prepares and submits grant applications as needéalfn planning and development projects.
Maintains billing records for planning and zonirggarding to town fee policies.

Develops the annual department budget.

Responsible for pursuing, obtaining and maintaimiagessary training and certifications.

Other duties as may be required.

Knowledge, Skills and Abilities
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Understanding of the principles and practices whtplanning, zoning, floodplain management.
Knowledge of zoning, subdivision, site plan, anddladevelopment regulatory processes is
essential, as is the ability to communicate effedyi in both writing and verbally, with staff,
boards, committees, and the general public.

High level of analytical skills, with the abilityotaccurately comprehend, interpret, process, and
present detailed information and data to variouard® commissions, committees, agencies,
consultants, and the general public.

Strong interpersonal and communication skills amel &bility to work both cooperatively and
independently.
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Ability to conduct site review and land use relategpections and document findings.

Excellent computer skills, with particular profingy in Windows Word, Excel, PowerPoint.
Working knowledge of GIS for planning and experemath Arc Map preferred.

Ability to use geographic data sets to make infafecisions.

Strong customer service orientation.

Valid driver’s license with good driving record toeet travel requirements. Position requires
significant driving within the Town to perform emégment and other site activities, regionally to
attend meetings, and statewide to attend meetimdygraining.

Education and Training

AICP (American Institute of Certified Planners)tdferate preferred, but not necessary.

Bachelor's degree in Planning, Environmental anduN& Resources Management, Geography,
Public Administration, or closely related field faredOR a Master’s degree in one of the above-
mentioned fields. Experience in the field is daisie.



